OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create an RPA Requisition

This Job Aid shows how to:
e Create an RPA Requisition in COMMBUYS

Of Special Note:

RPA is a Request for Payment Authorization after a purchase has been made for items or service not on an enabled
SWC. These purchases are somewhat rare. They must be approved by the appropriate authority at your agency prior to
purchase. Purchasing through SWC or normal procure is always the preferred path.

Screenshot Directions

Step 1: Launch COMMBUYS

C@M M BUYS 1. Launch the COMMBUYS website by

OPERATIONAL SERVICES DIVISION entering the URL )
https://www.commbuys.com/bso in the

COMMBUYS is the only official procurement record sy for the C wealth of

" E: i Depar COMMBUYS offers free internet-based access to all browser
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers. 2 Entel’ your Iogln Cl’edentla|S and Cllck the
COMMBUYS INFORMATION: Login button on the COMMBUYS home
For more information on COMMBUY'S please visit the COMMBUYS support pages.
Teainion and Becisiration for Purchaser page.

Training and Registration for Sellers
Job Aids for Purchaser:
Job Aids for Sellers

If you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYSEstate ma us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197.

L= Register
Register here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to registering.
— Complete Registration
Complete registration here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to completing registration.
= Open Bids
Browse open bid opportunities.
— Active Contracts
Browse active Contracts/Blankets.

= Contract & Bid Search
Search for Bids and active Contracts/Blankets,
EE— i r ndor rch

Search for registered vendors.

Login 1D:

Password:

forgot your password?

® 2014 Perizcope Holdings, inc.
All Rights Reserved
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Screenshot Directions

C@ MBUYS Step 2: Start a new Requisition

—— OPERATIONAL SERVICES DIVISION ——

e . " 1. From the Navigation Bar, select
Documents > Requisitions > New

Step 3: Enter data in General tab

RPA Requisition RQ-16-1080-05D01-0SDTR-00000025702 (RPA1276)

This is the General Tab of the New Requisition
oo o v s sy o s ot o Page under Basic Purchasing. For an RPA that
is not on an enabled Statewide Contract.

—>  ;5now Melting Equipment
P e — 201

TR B
Osperinert” 05001 - Operationsl Senvices Drison ] Crpnanen [T —

Fegition rber ROHB1000.03001 G50TR H00NIISTR ‘St Doscrptr”

T e o s e Requisition Type: Select RPA (not
| ) € e B open market)

Comaat M«me:e&p«m'a CortPrars 5: % 1519 .

P e ton ] h e Short Description: of Goods or Service.
pu— ) — We will use Snow Melting Equipment

Sov ot |

e Fiscal Year: Check for Accuracy

e Special Instructions Field: Special
instructions allow for entry of specific
instruction to vendors. When entered on
the requisition the data in this field will
copy forward to the PO and also be
visible on the print version of the PO.” It
can also be used to give a vendor
specific instruction such as shipping or
delivery or anything else. This field is
available on the requisition and the PO.

e Select Save and Continue

e After page refreshes click on Iltems Tab
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Screenshot Directions

RPA Requisition RQ-16-1080-08D01-03DTR-00000025702 (RPA1276) Step 4: Search for items to add to requisition
The Items tab opens.

Gerersl | mems | Vendors Adaress iccountng Routig  Altschments Notes Reminders  Summary

=) rooress Accoumng wotes
e Select Add RPA item (not Search

[ Thart i 1 e Peset Chok Semch R o A3 RPA et Latow 0 853 9 B |tems)

2 e iz ——=]  Step 5: The page refreshes to the General
[ e s s S s o S S information page under the Items tab
[ [ ————
e e Enter description of your mdse. or

- — L S T service purchase.
pre—.1 N

l J l J | L e Enter an invoice number based on the
o :.-w;:m m}'f - bl il B Bl Bl Bl information on your vendor invoice (must
,,,,,, — = o —Tp— o = be unique).
- W ) =T .

e Enter today's date for the Invoice Date.
e [T e

e Enter a Payment Due Date.

e Enter the number of items you
purchased.

e Enter the unit cost of your item.

e Enter the Unit of Measure — Here we
selected ea. For each

e Enter the UNSPSC Segment-Family
Code and the Class Code - Use lookup
to match the commaodity or service
purchased.

e Click Save and Exit.
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Screenshot Directions

RPA PRSR — Y

Step 6: The screen refreshes to show the item
saved successfully. Check all information for
accuracy before moving on.

e Click on the Vendors Tab

e | wmrw | e o e s e | -
RPA Redquisition RQ:16-4080-03001-0S0TR-00000025707 (RPA127€) Sabe . g Step 7: Vendor selection Page'
ot o ety o et W B S e Select Lookup & Add Vendor.
— Note: The vendor must be registered in
COMMBUYS. If not, then they should register
immediately. If the Vendor needs assistance
wert ot e Mt e with registration, please refer them to the
b COMMBUYS helpdesk. Information on
o contacting the Helpdesk will be provided at

the end of the webinar.

Lookup & Add Vendor - RPA Requisition RQ-16-1080-08D01-OSDTR-00000025707 (RPA1278)

Station

Select | Vendor ID | Vendor | Alternate | Last PO | Last Bid | Address | City | State | Contact | Phone | Reference
Name D Date Date Name Vendor
101 | Aeeromes T0nee s wa  fower |22
QRN eorp, Astor osion ugemba | 7550 [M°

I[ Acdvendor || Vendor Add Request | [ Close Window |
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Step 8: This is the Vendor Selection Page

Search PE— . .
LI M i e Enter the Vendor name and click Find It.
— = e Select your Vendor
reh e r e lame ol 0

rlews: | e i e Select Add Vendor button.

Vendor Tax 1D - ::m":“"'”“"

Show

Vendor Keyword Alternate ID

ZIP Code County

State -

(i Suppliers [ Vendor

UN SP S5 C Segment-Family -

UNSPSCClass -

UNSPSC Keyword
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Directions

RPA Requisition RQ-16-1080-08D01-0SDTR-00000025707 (RPA1278)

et . e i s v s ]

Vindor 0 Anerratve 0 Vender ame Prebeered Delvery Method

0! Hesraied G Ensl Remtd Access”: Ganaral Maiing Address - Ofver Udemba PO Box 230946 Astor St [#]

Caver Userrde.
PO B 2YME
Agtor Stabon
Born, WA 02123
s
Eral cam
Phone: (123486780
e 608

— e

Shping Vetnog = Shgpng Ters

[ Save 8 Contine 'If & Aoty Verx ] [ ]
1

Vendse Addess

Step 9: The page refreshes to show the Vendor
information.

e Select Payment Terms from the drop
down box. This should be based on the
payment due date you entered
previously.

e Click Save & Continue to save the
information. When the page refreshes

e Click on the Summary Tab

Step 10: This is the Summary page. Check all
the information for accuracy and make
corrections if necessary by returning to the
appropriate tab to make and save any needed
changes.

Then return to the Summary Tab

e Click Submit for Approval.
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Screenshot Directions

& N  Step 11: Dialogue Box appears, asking if you
Message fm""“b__ ] are “sure you want to submit this requisition”
|
_ Click OK.
@ Are you sure you want to submit this requisition?

[ oK ] ’ Cancel

Step 12: This screen shows that the
Requisition has gone to Purchase Order.

Click on PO# Hyperlink to see newly created
PO. It will have a status of Complete Receipt.

Please NOTE: The Vendor will not see this P.O.

JA_Buyer_How-to-Create-RPA-Req._2015-9-10



